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October 2, 2006   
 
WEST VIRGINIA BULLETIN NO: WV-360-7-2 
  
SUBJECT: Performance Bonus Award Nomination Due Date 
  
Purpose: 
 

To notify all employees of recognition procedures and deadlines for FY2006 
Performance Bonus Awards.   

  
Expiration Date: This bulletin expires after contents are noted. 

 
Action Requested By: October 20, 2006 

 
The employee performance rating system is designed to describe any positive performance 
with a rating of fully successful, superior and outstanding.  Employees should be 
recognized and nominated for performance of their duties beyond their normal realm.   
The NRCS Employee Recognition Program information is found at General Manual 360, 
Part 414. 
 
All award nominations will be made on the Form AD-287-2, Recommendation and 
Approval of Awards.  If you have questions on how to properly fill out this form call the 
Human Resources section for assistance.  Nominations without this form will not be 
accepted. 
 
If you nominate an employee from outside your work unit the nomination must be sent to 
that person’s supervisor for concurrence before being submitted for approval.  Supervisors 
are to comment on nominations they receive for the purpose of providing clarification and 
strength to the written justification.  If necessary, the employee who made the nomination 
should be given an opportunity to revise the nomination with the information from the 
supervisor. 
 
The following outline details procedures to follow when recognizing staff members for their 
excellent accomplishments to the agency mission in FY-2006:  

1. PERFORMANCE BONUS AWARDS  
 

       (a) Nominations for Performance Bonus Awards for an Outstanding  
             rating can only be received from the employee's supervisor and are  
  approved solely by the State Conservationist.  The decision must be  
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             made by the STC prior to any performance discussion with the employee.  
  The Performance Appraisal must document how the employee exceeded the  
  standard and must accompany the written recommendation.  
 
            (b) Prepare and submit to my office your nominations for a Performance    

Bonus Award for an Outstanding rating by October 20, 2006. 
 
  (c) Nominations for Performance Bonus Awards for a Superior rating  
  can only be received from the employee’s supervisor.  Employees may  
  not nominate their supervisor.  Elements in the Performance  
  Appraisal where the employee has been rated at the “Exceeds” level 
             will be documented on the AD-435A or B.  
 

(d) The written award justification is to follow the outline provided  
in General Manual, Part 414, Subpart D, 414.32.; insufficient  
written justification for the award will not be accepted. 

 
(e) Non-measurable Benefit Scale guidelines are found in General Manual 

360, Part 414, Subpart D, 414.31(b).   
 
2. EXTRA EFFORT AWARD 
 

(a) This award is for recognizing individuals or groups who make 
significant one-time contributions to the strategic plan, mission  
objectives, and goals of the Agency and/or Department.  Extra Effort  
Awards may be given for a specific outstanding accomplishment, such  
as a superior contribution on a short-term assignment of project, an  
act of heroism, scientific achievement, major discovery, or, significant  
cost savings.  (Most of the WV employees detailed to EWP states have  
already received an award for that effort.) 

 
(b) The written award justification is to follow the outline provided  

in General Manual, Part 414, Subpart D, 414.32.; insufficient  
written justification or the award will not be accepted. 

 
(c) Non-measurable Benefit Scale guidelines are found in General  

Manual 360, Part 414, Subpart D, 414.31(b).   
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3. SPOT AWARD 
 

(a) A spot award provides immediate recognition (within 3 business days  
from the date the award is processed) to individual employees for 
their day-to-day extra efforts and significant contributions that  
warrant smaller awards that affect or support/enhance the  
accomplishment of the Agency’s strategic plan, mission goals and objectives. 

 
 (b) They are based on the Non-measurable Benefits Scale (see Subpart D, 

Exhibits, Section 414.31), Spot Awards are considered to be moderate in 
value.  Usually, the contributions recognized will have been completed within 
a period of 4 to 6 weeks. 

 
(c) There is no ceiling on the total amount of any group spot award; however, 

the award amount for each group member must not exceed $750.  When 
submitting a group nomination the official submits Form AD-287-2 and 
attaches a separate page with a list of each employee’s name, social security 
number, position title, grade, organization, location (if different for group 
members), and dollar amount. 

 
All nominations are to be received by the Human Resources Section by close of business 
October 20, 2006.  Nominations for Outstanding Ratings and Performance Bonus Awards 
will be directed to the STC for consideration.  All other awards will be catagorized by the 
Human Resources Officer for submission to the State Awards Committee.  The Committee 
will make recommendations to the STC for each award nomination. 
 
All recommendations from the Committee are required to have a full consensus of the 
members.  Nominations without consensus will be reviewed by the STC for further 
consideration. 
 
It is expected that those who make a nomination and those who make comments or 
recommendations on awards will maintain complete confidentiality.  Those employees who 
are nominated for an award should not be informed of the nomination unless the award is 
approved. 
 
4.  CAREER SERVICE HONORS  

NRCS will recognize all employees for years of service of 10, 20, 25, 30, 35 and 40 years.  
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5.  EMPLOYEE RECOGNITION MEETINGS  

As authorized in Chapter 45, Title 5, U.S.C., agencies may incur necessary expenses for the 
honorary recognition of its employees, including incidental costs associated with the 
presentation of awards, such as light refreshments. 

All employees who receive a “Satisfactory” rating are eligible for recognition.  All 
supervisors are reminded of their responsibility to recognize exemplary work by their 
staff.  All employees who have witnessed an excellent, mission-oriented accomplishment, 
are encouraged to recognize the excellent work by submitting their nomination.  

Be diligent to follow-up on your nomination.  Consider the necessary comment time 
your nomination will require prior to being received by the Human Resources Office 
and plan accordingly. The deadline date is to ensure timely preparation and processing 
of cash awards.  Late nominations cannot receive consideration.  
 
A copy of the Award Form, AD-287-2 may be found at General Manual 360, Part 414, 
Subpart D, 414.33 for your use.  If you need any clarification of recognition issues, please 
contact Larry Sargent at (304) 284-7599. 
 
 
/s/ William P. O’Donnell acting for  
 
RONALD L. HILLIARD 
State Conservationist  
 
Dist:  E 
 
 


